
JOB DESCRIPTION

POSITION TITLE



Music Library Associate for Circulation



REPORTS TO:



Music Librarian, Library

PRIMARY FUNCTION: 


This position is responsible for circulation/reserve operation and stack maintenance of Halvorson Music Library. It requires the ability to articulate clearly the purposes and policies of the Music Library, keeping in mind the mission of the Libraries and the College, while providing service to each patron is essential. The Music Library Associate for Circulation works closely with other members of the Music Library staff.

AREAS OF RESPONSIBILITY:


1. Develop and implement circulation policies and procedures in coordination with the Music Librarian, Music Library Associate for Acquisitions, and circulation staff at other campus libraries (including the development of written procedure and training materials). 

2. Manage patron financial records for the Music Library.

a. Oversees: daily overdue and billing notices

b. Collection of late fees

c. Billing costs – processing with Treasurer’s Office

3.
Manage reserve services – involves close communication with faculty.

4. Oversee Music Library periodicals

a. Create serial check-in records in library online system

b. Identify issues for binding, claim missing issues

5. Oversee Collection Maintenance

a. Supervision of shelving and shelf-reading

b. Identifying missing items, items in need of repair

c. Resolving issues with online bibliographic or item records in conjunction with Music Cataloger.

6. Monitor Daily use statistics – prepare year end report

7.
Other general department responsibilities, patron assistance, committee memberships, communicate St. Olaf Community Library needs.

SUPERVISORY RESPONSIBILITIES: 
The position hires, disciplines, trains, evaluates, approves timecards, and assigns work for:  16 – 20 student assistants during the academic year and one full-time summer student assistant.

CONTACTS:
Students, Administration, Faculty, or Staff members; Alumni, Donors; Community members.

EDUCATION: 
Essential:
Bachelors Degree


Desirable:
Extensive course work in music.

EXPERIENCE:
Essential:
Three to five years of experience with the following: working with a diverse range of clientele; knowledge of library circulation or database systems. Background in music. 


Desirable:
Supervision and/or teaching experience. Experience with media equipment a plus.

KNOWLEDGE, SKILLS, ABILITIES:

· Knowledge in music and libraries.

· Familiarity with computers.

· Good time management skills, with ability to multi-task, meet multiple deadlines; determine long-term and short-term priorities.

· Must be self-directed and work independently.

· Confidentiality and sensitivity required when dealing with patron information and/or fine negotiation.

· Ability to communicate and give effective direction to students and student assistants.

· Knowledge of bibliographic resources in music.

PHYSICAL DEMANDS:
NA 

WORKING ENVIRONMENT:
Normal office environment and circulation desk with extensive public contact.

WORK SCHEDULE:
FTE: 
0.50


Term:
10-month position; mid-August to mid-June



Shift: 
primarily days - Some evening hours (usually one 2-hour evening per week) expected when classes are in session.

APPROVAL:                                                 Bryn Geffert

DATE:




May 2004

